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SCHEDULING APPOINTMENTS

This guide is to be used to schedule General Building Questions.  

General Building Questions will be scheduled in 15 minute increments.  Please visit the online 
Appointment Scheduler to see a list of available appointment times.  

When using the Appointment Scheduler, you will have the option to choose appointments by choosing 
open time slots from a department or category calendar, or by using the Scheduling Wizard.

Calendar:

Each available time will be shown on the calendar.  You will choose the desired time.

*(Screenshots are for procedure purpose only and do not reflect the actual openings)*

https://edgeapps.cityofwestminster.us/AppointmentScheduler
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Scheduling Wizard:

The Scheduling Wizard allows you to choose a time by appointment type.  

Once they you an appointment type, you will be asked to choose a date and time.
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Once you click on the desired time slot, you’ll be directed to the sign up window.  Fill in your information 
and what you are coming in for, i.e. “Building walkthrough for deck in backyard.  15’ x 10’, 7’ high, wood 
material, address 123 Main Street”.

Click Sign Up.   
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Once the appointment has been scheduled, you will get a confirmation.  You will also receive an email 
confirmation.  

ARRIVING FOR YOUR APPOINTMENT

Once you arrive at City Hall you will be greeted at the front doors.  Tell the greeter you are here for the 
Building Division and that you scheduled an appointment for a building walkthrough or a general 
building question.  

The greeter will assist you with where you need to go.  The Building Division is located on the 2nd floor.  
Once on the second floor, please wait in the atrium where a Building staff member will come get you at 
your scheduled appointment time.  

EDITING OR CANCELLING YOUR APPOINTMENT

To edit or cancel your appointment, go to My Upcoming Appointments:

Input the email address you used to create the appointment:

You will receive an email which will contain a View Details link. 
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This link will take you to your scheduled appointment time where you can change the sign up details or 
cancel the appointment.  

 
Once you’re done editing the appointment make sure to click Update:

You will receive an email confirmation that your appointment has been updated.  City staff will also 

receive an email letting them know the appointment has been updated.  
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To cancel the appointment click Cancel Appointment.  Again, you will receive an email confirmation that 
your appointment has been cancelled.  City staff will also receive an email letting them know the 
appointment has been cancelled.  


